B R R AR FRR AT

Student Leave Management System Instructions-Advisor
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Website of NTNU>Faculty>Log in>Student Affairs System>Student Leave
Management System
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1. Leave Approval
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1. Click on leave forms to start verification. Click the “Batch Verification” bottom in the red box to
approve leave applications.
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1. Select All: Click the checkbox the red arrow points at to select all leave forms. Click the “Batch

Verification” bottom in the red box to approve leave applications. Approved leave applications will no
longer show in the page.

| AHRE | B ED

) BB SR T (1RiR)
- [V 245 i 25t fi33 FR HERI R 251 & a4
J| 2013062500350 K& XX % EEXKEEKEK 000 X Ak 3 FiB
L J s b T T i
V| 2013062200347 K& XX XEXRXKXXK 000 X AR 1 BE
M4 sy [mrsam| b bl |2 B1-3E (£33

2. EE BREEAERIGEIAE{E o FREEE
TR AL
2. Select a Single Application: Click on leave forms to start verification. Click the “Batch

Verification” bottom in the red box to approve leave applications. Approved leave applications will no
longer show in the page.
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2. Single Application Verification
1 BREER(RERATEEE -
1. Click on the verification icon in the red box.
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2. Click “Approve” or “Reject”
1. Click “Approve” to approve the application. If advisors wish to reject the application, provide
reason and click “Reject”.
2. To check the attached files, click “Download”
3. To check consecutive leave application, click “Search Student Leave Form Status”.
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2. Search Student Leave Form Status
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1. Select search conditions academic year and semester
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2. Click “Search” or “Reset”
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1. Search: Leave records will show based on search conditions
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2. Reset: Reset search conditions
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3. Click “Search” to show student leave form status
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4. Click “View” to check the application in detail
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Search Student Leave Forms Records
(—) BhSEERAE - ERHRTE AR o

1. Set search conditions
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Click “Print” or “Reset”
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1. Print: Leave records will show based on search conditions
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2. Reset: Reset search conditions
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3. Click “Print” and leave records will show based on search conditions
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4. Student Leave Form Record Details
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1. Set search conditions
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Click “Print” or “Reset”
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1. Print: Leave records will show based on search conditions
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2. Reset: Reset search conditions
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3. Click “Print” and leave record details will show based on search conditions
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